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SUBJECT: Proparation of Staff Studies, Memorands., and Other C NS -

1. Recently several papers prepared by members of this office have been
roturned with notatioms to the offect that 1t was necessary for the recolving
offlen to reurits or retype the paper bafore sending it on to higher autho-ity
besause of its pocr appearance, use of incorrect grammer, mis-apelling, etu,

2, A paper which makes & poor appearance tends to create an wfaverable
attitude towvard the paper's substontive contemt, regardless of its intrimsis
marit, All written material propored in the Persomnel Office should be
rovioved carefully for styls and gemoral sppearancd as well as substantlive
content. This includes such detalls as correct spelling and use of pmotuatlon,
proper gramar, neat (or preferably no) erasures, otc. No paper leaving this
offico should be in such a condition that a rocoiving office feels it mst be
retyped before sending it forvard.

3. Inor&ertoimpwmﬂmcpmliivofmmk, the following points must
be given spacial attention by those engaged in writing or typing activitys

a, If erasures mst be made, they should be mado neatly and the

typowriter cexriage correctly aligned before any retyping is done. If
erasuves cannob be made neatly or if an excessive mumber of erasures occur
on one pages that particuler pege should be rotyped.

b, The dictiomary should be consulted if any doubt ariges as to
the correcht speiling of any word.

c. Quostions concerning grammar, syntax, punctuation, ete. should
te checked carefully. : 8

d. The section on definitions in the back of the Correspondence
Moowal should be employed as an aid to the correct usage of certain words.
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5. With respect to correspondence prepared for the signature of the
Director or Deputy Director of Central Intelligence, ones of the two copies
of such correspondence forwarded for retention by their offices will bear
the signsture and title of the originator and each concurring offlcer.

STATINTL

érsonile] Director

NBs

In the past, sxecutive personnel of the Personnel Office have, on
cccasion, typed materiel for transmittal to higher offices. While this is
cammandable, unless the indlvidual is an expert typist, it is now preferred
that a regular typlst accamplish such woric.
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